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I N S T R U C T I O N S  

This document will walk Black Belt Leadership Program (Black Belt) members through the process of 

adding activities, applying for belt promotions and give an overview of all the pages Black Belt Members 

have access to. 

 

N A V I G A T I O N  

 Once a user has been given access to the Black Belt Navigations in Edison, they should see a 

folder under the main menu to access the Black Belt member pages. To access these pages, please click 

the compass in the top right-hand corner of Edison:   

Then click the Navigator button:  then navigate to the following menu: 

    then     

This should bring up a new folder with the options below. 
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R E G I S T R A T I O N  ( N E W  M E M B E R S )  

New members of the Black Belt Program may need to register the first time they access Black Belt pages. 

Members that attempt to access the “Member Home” or “Add Activity” page when not registered will see 

the user registration page below. 

 

To register, simply select the Belt Delivery method from the following choices: 

 

The member can enter any goals for participating in the TGL Black Belt Leadership Program and then 

select the program they graduated from (examples include: TGMI, TGEI, LEAD, etc.) and the graduation 

year. If the member graduated from multiple programs before registering for Black Belt, they can add 

multiple programs to the list, along with the graduation year of each. When completed, the form should 

look something like this: 
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M E M B E R  H O M E  

 After completing registration or clicking on the Member Home link  the page below 

will appear. This will allow members to see the status of each belt, as well as the progress of the current 

“In Progress” belt.  

 

 

A D D I N G  A C T I V I T I E S  

There are two ways to add activities. The “Add Activity” method is the quickest, but starting at the Member 

Home Page can provide more insight into the amount of points required as well as activities that have 

been entered for the current “In Progress” belt. See the section below if the Black Belt is already in 

“Pending,” “Approved’ or “Delivered” status. Otherwise, skip to the “Add Activity” method. 

N o t e  f o r  m e m b e r s  w h o  h a v e  e a r n e d  t h e i r  B l a c k  B e l t  

After earning the Black Belt (the status of the Black Belt is in “Pending,” “Approved” or “Delivered”) 

members will need to use the “Add Activity” method below rather than going through Member Home 

page. From the “Add Activity” page, clicking the “Go to Summary” button on page will show a list of all 

activities that have been added since the Black Belt changed to the “Pending” status. 



 Black Belt  
 Member Guide 

 

Date: November 2, 2018  Page 6 
   

 

A d d  A c t i v i t y  M e t h o d  

This is the easiest and quickest way to add an activity. To do so simply Select Add Activity from the 

menu:  

To add an activity, see the “Adding an Activity” section below. 

A d d i n g  a n  a c t i v i t y  v i a  M e m b e r  H o m e  P a g e  

Members can also click the Member Home menu item:  

This will lead to the Member Home Page (for more information on the Member Home page, please see 

the section above about the page) and the status of each belt will be shown: 

 

To add an activity, click the belt that is marked “In Progress”. This will open the Member Points Summary 

page, which can be seen below: 

 

From here, clicking “Add Activity” will lead to the Add Activity page. An explanation of that page is found 

in the “Adding an Activity” section below. 

A d d i n g  a n  A c t i v i t y  

After selecting this option the page below will appear: 
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To add an activity start by selecting the activity category:  

Then select an activity via the dropdown under “Activity:” An example of the activities under Strategy 

Development can be seen below: 

 

The points will be filled in automatically based on the points assigned by the committee to the activity, 

with the exception of activities that default to 1 point. Please see further information about activities that 

default to 1 point below. 

Enter the date of the activity and then a comment about the activity. For any questions about what should 

be included in activity comments please contact the Leadership Council. 

mailto:Leadership.Council@tn.gov?subject=Question%20about%20comments%20when%20adding%20an%20activity
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Once the sections have been completed, clicking “Add” will add the activity to the current “In Progress” 

belt. It should look similar to the example below.  

 

The newly added activity will show up on the Member Point Summary page: 

 

O n e  P o i n t  A c t i v i t i e s  

Many activities in the Internal Service and External Service categories and some in Strategic 

Development will default to only 1 point. An example of this can be seen below: 

 

These activities are based on the number of hours the activity was performed. In the example above, if 

the member assisted with the annual Leadership conference for 3 hours, then they would update points to 

be 3 and indicate they assisted for 3 hours in the comments. In the example below, the amount of points 

has been updated to 3 and the date added. All that’s left to do would be to add the necessary comments. 
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M E M B E R  P O I N T  S U M M A R Y  P A G E  

The Member Point Summary page will show up after clicking a belt that has a status. Here’s an example 

of this: 

 

In this example, only the Yellow belt would be selectable. Clicking the yellow belt would bring up the page 

below: 

 

This page will show the remaining points for each category for the belt clicked and if the belt is in the “In 

Progress” status, the Add Activity and Edit buttons will be displayed. 

In the belt statuses below, any of the belts could be clicked on but the edit and add activity buttons would 

not be visible because none of the belts have an “In Progress” status. 
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E D I T I N G  O R  D E L E T I N G  A N  A C T I V I T Y  

To edit an Activity, click the Edit button next to the activity in question on the Member Point Summary 

page: 

 

E d i t  A c t i v i t y  P a g e  

The Edit Activity Page below will give several options to change or remove the activity. 

 

The points, date and comment can be updated as needed. After the updates are completed, simply click 

“Update”. There is not a way to change the category and activity, if these are incorrect, the activity should 

be deleted. See “Deleting an Activity” below. 

Clicking “Go to Summary” will return to the Member Point Summary Page without any changes taking 

effect. 
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D e l e t i n g  a n  A c t i v i t y  

Activities can be deleted from the “Edit Activity” page. Here’s an example of an activity: 

 

The “Delete” button can be used to remove activities. Once deleted, the activity and points will be 

removed from the Member Points Summary page. 

E d i t i n g  o r  D e l e t i n g  R o l l o v e r  A c t i v i t i e s  

Activities that rollover from one belt to the next (for example, 10 points are needed for external service 

and 12 points are entered in one activity) will be split into two activities. One will begin with (using x of x). 

This activity can be edited or deleted like any other. Editing or deleting this activity will update both that 

activity and the second half of the split activity. 

The other part of the split activity will begin with (will rollover x of x) cannot be edited or deleted. When 

clicking Edit next to this type of activity, the edit page will come up, but it cannot be updated and the only 

option will be “Go to Summary.” An example can be seen below: 
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B E L T  C O M P L E T I O N  S U R V E Y  

After obtaining all the points for a particular belt (the remaining points on the Member Point Summary 

page equals zero for all categories) clicking “Add Activity” again will show the Belt Completion Survey 

page. This page will look very similar to the Portfolio Preparation info page. 

An example of the page can be seen below. The blanks for the answers will be empty; text was added in 

the screenshot below to give a better idea of what should be entered. Once the answers to all questions 

have been filled in, click “Submit answers.” This will generate the next belt if the current belt is not the 

Black Belt.  

 

F A Q  P A G E  

The FAQ page can be accessed via the FAQ link  in the Black Belt menu. This 

will open the FAQ page, an example of which can be seen below: 
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C O M M I T T E E  C O N T A C T S  

The Committee Contacts page can be found by clicking the “Committee Contacts” link 

under the Black Belt Menu.  

This page displays the Black Belt Committee Members and their contact information. The committee 

members and their information can be updated by the committee, so an example is not included here. 
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S U G G E S T E D  R E A D I N G  

The Suggested Reading Page can be found by clicking on the “Suggested Reading” option 

 under the Black Belt Menu. 

This page contains a list of books that the Committee recommends to be read as a potential Strategic 

Development Activity. The “Export All Records to Excel” button allows the list to be exported to Excel. 

Here’s an example of the page: 

 

P O R T F O L I O  P R E P A R A T I O N  I N F O  

This page contains similar information to the Belt Completion Survey page. It can be accessed via the 

Black Belt menu by clicking “Portfolio Preparation Info” link.  

An example of the page can be seen below: 

 

 

F U R T H E R  Q U E S T I O N S ?  

Any further questions or issues should be directed to the Leadership Council  

mailto:Leadership.Council@tn.gov?subject=Question%20about%20comments%20when%20adding%20an%20activity
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